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ORARDUM JOR: Comptroller Tt FER 1957

+ Chief, Finance Division
SUBJECT ¢ Support for Disbursements of Confidential Funds

BEFERENCE zﬁw_pﬂ“ﬁ-

1. In accordsnoe with our disoussion, in order to strengthen
control over nditure of confidential funds, it is recommended
that parsgr of reference regulstions be deleted and a new
peragraph 7 substituted therefore as followe:

"7. SUPFORT FOR DISBURSEMENT OF FUNDS
&, GENERAL

Becelpts shall be submitted with sccountings for advances to
substantiste each dishursement in excess of §15. When receipts
are not sulmlited, the employee shall be required to furnish
such detall, conaistent with security considerations, as mey be
required by the certifying officer. Failure to sulmit receipts,
other than in accordance with the exceptions listed belew, shall
place upen the employee the hnwden of mroving that such evidence
was not obtalned for security or cperational reassons, could not
be cbtalned, was lost, ar destroyed., The certifying officer may
require the employee to furnish satiasfectory justification for
falluwre to submdt roeaifts and the employes will not be privi-
leged to withhold such information from the certifying efficer
without furnishing in writing a specific recommendation ef the
aperating officlél concerned epproved by the Deputy Director or
bie designee, In his discretion, the certifying officer maey
sccept a certificate from the employee, apmroved by the epproving
officer cancerned, to the effect that receipts were not submitted
for reasons of secwrity o cperationsl necessity. Ordinmrily
recelpts shall not be required in the following instancess

(1) Disbursements of such & pature that receipts are not
chtained, were not obtainsble, or the details thereef would
Jeopardise the sscwrity of the operation, ’

(2) Distursements for which receipts are not normelly issued in
acoordance with established business practics,

{3) When receipts were obtelned but were lost or destroyed due
cirounstances beyond the contral of the amployee, and sub-
stantlsating informatlion can be presented to the satisfection

&%ﬁ@% %glmbﬁ?%:ggso the sbsence of raceipts
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{4) Disbursements not exceeding $15, or equivelent value,

To asswre meximm acowrscy in accounting for speciel operational
d4sburssments such as subsidies or other payments to persons or
arganizations in circumstances wherein the Agency does not
exercise direct control over use of funds the principles for
sontarol of funds indicated in the fallowing will be cbserved,
except in those cesea wherein the chief of the responsible 4l
vislon or staff certifies that such procedure is not operationslly
fessitle or mey not be followed for security reasons:

(1) Receipts to be sxecuted by the non-agency person reseiving
funds shall be prepared in duplicate by the Finance Officer
ar other officiel sgency custedian of funds.

(2} The receipt shall bs printed or typed in such form, end
langusge as 1s consistent with cover of the operation on
bank stock, heavy white bond or other sultsble pe as will
m changes or alteratiens after preparation difficult and

ous,

(3) An identifying rumber or mark shall be pleced on both the
ariginsl end duplioate of the receipt. The duplloste shell
be retained by the finsnce officer ar other official cus-
todian for comperison with and authentication of the original
upon its retwrn after execution,

(4) The Agency representative delivering the funds shall obtain
acknoyledgement of receipt of the funds fyam the non-agency
reciplent by sprropriste signature in ink, The executed
receipt shall be returned to the Finanse Offlcer or other
officlel custodian of furds ms soon as possible,

RESPONSIEILITY OF OFFICERS APPROVING WITHHOLDING, IESTRWCTION, (R
FAILURE TC UBTAIN HECEIPTS

In sddition to the responsibilities of spproving offloes ss set
forth in Reguiation officers approving the withhelding,
destruotion or fallurs to obtain receipts in sccordance with s,
above, and Chiefe of Divisions and Staffs suthorising non-compliance
with the procedure under b sbove for reasons of security or oper-
ational pecessity, wre charged with undertaking such measures s
they deem appropriaste and sdequate to asmure thet disbursements have
been effscied in the smounts snd for the purposes claimed. Such
messures, among others, should include such of the following ections
a8 ars operationslly fesslble and apprepriate in the circumstencess
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(1) Specificelly exsmine the nature and ammount of undocumented
disbursements to determine that they sre consistent with
the known requirements of the operation,

 (2) Arrenging for the transfer of funds to be mccamplished in
the presence of & witness who will furnish m certification
that the funds wers pessed,

(3) 7Take steps to assure that tho wltimete reciplent of funds
is advised by a source other than the person whe is to
tranafer funds of the amount to be recelved,

{(4) Utilize operationsl contacts and sources indepsndent of
the person trensferring funds to establish the amount of
funds trensferred."
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